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FOR AGENCY USE 
pplimion Date 

pplicntion Number 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

MCORDS MANAGEMENT OlVlSlON 
@ APPLICATION FOR RECORDS RETENTION SCHEDULE 

1. Apcny Address FOR RECORDS YANAGEMENT USE 

Application Number Department of Education 
Office of Instructional Services 
Associate Superintendent's Office mtc ~ . e c ~ l v e d  

Atlanta, Georgia 30334 -0CT 26- 1981 
Dm Completed 

61- u 2 3  

INSTRUCTIONS: See Publication No. 76-RM-I for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Records Management Division. 330 Capitol Annue, Atlanta. Georgia. 30334. 
Attention: !3beduliw Section. 

656-4722 Helen Blair Administrative Secretary 
. Action Requested 

a. XI Establish Retention schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further aaEumulation anticipated. 
c. 0 Amend Application No. CheckOne: 0 Change; Supercede: 0 Void 

. DnerofSaria 1 5. Records L r k  T i l e  lfollowpd by tide uopd in office; if differmtl 
arliesl Latest 

ASSOCIATE SUPERINTENDENT'S DEPARTMENTAL FILES 
1978 I present 

. Division md Office Function 
The office of Instructional Services is responsible for providing state-level leadership 
to plan, administer, and evaluate the kindergarten through twelfth grade inStIUCtiOM1 
programs of the public schools of Georgia. The Office plans curriculum and supportive 
media services to meet goals for education according to student needs, including bi- 
lingual and special education students. The Office also coordinates the functions and 
activities of three program divisions to provide information to the Superintendent and 
State Board of Education, and provides consultative assistance to local school systems, 
particularly as the basic skills plan is developed and implemented. The Office manages 
Curriculum Services, Educational Media Services, and Special Programs. 

What is the function of the Division and the Office in which th is  rcmrd series is created? 

. Record Stries D c r r i o n  This file eontains the following documents (include fm numbwrmd ti&, ifany): 
Attach samples of the file. 

Docurnentsrelating m: administering the Office of Instructional Services. 

1ndudedare:memoranda to and from the Associate Superintendent and Division heads; copies 
of correspondence prepared for Associate Superintgndent's signature; and other material 
related to specific program areas within the Office of Instructional Services. 

Fileis-nged: chronologically by fiscal year; thereunder by divisions. 

I. Monthly Reference Raw 

one to six months old 

How often are records referred to which are: 
; Seven to twelve months old ; W i n  m twenwfour months old 

twentyfive months and older 7 
I. Annual Rate of Aecumulatjon of Rao~rdr 

Letter-sin drawerr 1% - : Legal4zc drawers :Shelves : omer fwuifv) 

?-50-71. R.r. 76 (0-1 



'ES NO 

X 

.. 

in a wmrm 

1. &tention R.quirementr The following requires the series tD bc kept: 

a. StateLm w. d. Audit period years. 
b. Statute of limitation wart. c. Adrninirrrstiw laed 1 wan. 
L Fcdera lh  YCM. f. Federal retention instructions warn 

Attach copy or c x w  of lwvt regulations. Explain dminimatiw need. 
Office reference requirements 

10. Qnrtionruire (Place UI " X  UI the proper oolumn) 
a. I s  this the official copy of the series? 

b. Doer the series contain mnfdCnti.1 information requiring security handling? H yesicin hv or regulation. 
If not where is  it? 

2 Approred D*podtion lmtructionr This Wncy recommends that the fik series be cut off at the end of each: 
0 Calendar Year; Fiscal Year; 0 Other men. 

a Hold in mC current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Cmter; hold 
0 Demov. 
Q Transfer to State Archives for permanent retention. 
0. Other Ispecifyl 

month(s) L y e a r ( r 1 : t h e n  

war(11; then 
w u ( s J ;  then 


